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"romotod Improved correspondemee practices
by:

(1) lecturing at three Oirice of Tyalning
‘“dainistrative Propefures Oourses,

(2) Rﬂi&i@ proposed repalations and
rocooeonding the elimination of core

nmma or roduglions in raxhey
of soplen,

(3) Dissesineting guides on effoctive
writing and the use of farn and pate
tern lettors,

Premoted the stecking of plastis stencil
covarings which reduge plare, prevent the
outtdng out of letiers typing, and
onmte betier copy. bw‘h 50,000 stencils
are used anmally,

Irvontoried and appraised 226 types of
administrative repertz prepered or re~

zmirved By /2 o : « Dewveloped ad

mtmdtted to fres mm HTiomre recoit
mendations on 45 of these reports, ‘s a

mﬁﬁﬂ%mmmmﬂmwm
ammal reporiing ~orkleed in headquarters
was redused Yy over h,100 mmn hours,

Pogyided staff suidonce for an

and appralisal of adeinistestive rm
propared Yy D/I componsnts, Reviewsd
the inventory and developed recomse
tions on X2 of the 119 reports mmve&

Provided I0/5 area 'sports Marsgoment (-
fiecers with progree guldenca. ‘rea re'ce
grans with considera®le potentisl zre
underway in the 0iTices of Logimtics,
Tersomel, and the Coeeptraller, These
O{figes are conerned with s out 70% of
the reporting weekload in the "D/ ares.
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Conioted 307 Torme snelysis projects
invelving 17h new forme, 168 rovised
forms, and 465 reprinted forme, ferty-
one Torms wors oliminated; 2L more then

were discontimed during the nrevions
oix mnﬂ:m Cvarsll forms activity in
FI%6 was 11% over that in FTES,

gontimied research and development acti-
vity in the use of X2 (Ho cardon re-
suired) paper, ’“&ghtm forms having s
totdl mmel vsace of 596,600 sete wore

Sol1aborated 1t NS O A3

I 1 » sdwplilying and
gxrediting the rraparation of JYric=.FOIAD
riels lmba talatyred directly on
of feut masiers hw (ield ststions, elimina-
ting 6,86k man hours anmelly in re-ediling
ard retyping ot hesduarters, friefs will
also be more timely snd legible,

Contimed srograms =ith /P amd B0/I
ropresentatives o shanlify and improve
intelligence infoeration reporting and
digseination aystess, Four reporticg
forma were aliminated aud seven revised,
Other fvrrovezents ell ineted the retyping
and yeesditing of Dield repewts by head-
quarbters and the ueed to fellow up each
Praliminey Diseaninstion Repert with 2
vizndestine Services oport, Estimated
savings of 20,000 nan hours snmmlly are
possible through these revisions,

tolla’orated with the “recurement Uivie
ston in developing mn improved contrant
foar the proourenant of speclality fomms,
Hased on rrocursment eosts of specislty
forme in FYSH, savings of 420,000 sre
sstinsted lor 1957.

“romoted lmproved {iling mractises By
{1) Lesturing on the Agency Iiling

system 2% thres 0r7ige of Tmizmsg
tdministrative “evadirss Courses,
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(2) Insta)lling the Agenoy I{iing syetem
in the O7iice of the /I, tha Office
of Historiesl !mwwa Golleetion,
and the thysieel “ecurity Mvision.

Cansalled requests Tor 25 safc cebinets
for s seving of 87,16L a8 2 remult of &
Joint review of remisiifons v th the
Offioe of Logisties,

i’r:aem and a.pgwgw the rurchase of
i of fling ecuipment for
ase My RIY to fmoilitate filing and
searching records with a high reference
fromancy.

Arranged for visite to the Repository Yy
102 persons frem cover officen,

Expended Repository £iling msase by LOZ
thremph the use of Tlva drawer ca'inete
in Mo of four draver saefes,

Redneed the punch eard meintenatne re-
@Mw!&mwmwm
bours by elimineting 1 fle of 900,000
cards and Wy substituting nachine list.
inge for purched cards,

‘saisted in developing 7 new and 13 re.
vired vital msteriasls deposit schedules,

Depowit snd withdrewsl sctivity in the
%wﬁm was spprexinstely sme as

¢ menthe period; howeven,
m fonmim are signifisent changes
for the full yesrs

(1) Tatalating machine card haldings
weres redused by 1’380,195. m or
»x (ﬁw S8 above

(2) Bard copy holdinge (documents, 38
sards, eto,) lrnerensed 16 cu,.ft,
or 30%,
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(3) Film holdings ircreased by 3,007
reels or X This le & -
erosse over the revions yesr, and
is the result of the OCR depositing
coples of all the "!lm prepared uader
the sperture oard rrogram.

Neveleoped precedures ~nd forms for vitd
Haterials emergenoy overations at the
fepoeltory.

Gompleted recovds disposiilon surveys
and prepared reserds contrel sshedules
in 8 officen., Records Aispesition sure
veyp are 3lso under way in 2 majer
arfioes, Sixtp«live rervoert of hesd.
quarters records ars now ooversd by re-
cords contrgl schedules,

Obtatned lagel suthorizetion from Hational
Aychives and Congress for the destrnotion
on 2 cantiming basis of 97 separate ser.
ien of records,

‘smisted 2 of Tlces in reviewing and re-
vis their schedulss whish cover 151
Mie itens, Heview of the schedule of
s $hird office is underwsy,

Rpconived 8,008 ensft. of inastive records
md intelligence mstericle, This is
smivelent to 1,001 “our drawer safe cadi-
nets with a rresent replagement value of
2317,45h, Offics spson for these caldnets
wonld cost s estimeted 320,220 mrally.
Totél records in the Center at the end of
the year smounted to 27,903 eu.ft., soui-
velent to 3,478 safe cabinets with a ree
placonent value of 51,095,232, Tt is
significant thad in the first six months
of this calendar yesr the Genter roocelved
178 mare insetive vecords then ware re-
wgé;aé forr the ontire calerdar rear of
1955,

Recorde were dustroved st 2 rate of 151
ou.ft, per nomth, s rete 48%E higher then
that forr the prior six monthe,
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¢e Previded reference servise on 32,77Th
requeste, The amount of service prow
vided per men yosr compares Tavorsbly
with that provided by Censral Services
Adndstration records centers on &
Goyorrmant-wide Sasiz,

4. ¢ contrsct for srehiteotural snd enw
ginuezixg draviogs of 3 30,000 &i.ft.
sddition to the Recerds Center was
Wc

8, FReoords System a, Uonducted s survey of the centyal file
Turvweys room of the Trocurement Uivision, Office
of Legistios, “eccommendetions have been

sogopted and partially implemernted to:r

(1) Raduce the mmber of flling ca’inets
in the file room frem 1 te 25,

{2) Improve the sharge-ocut system.

{3) Estavlish standards for uniform
filing of material in contrsct
Mé&*ﬁ‘-

(L) Redugs the workload of the file
clerk.

b, Gondnosted & snrvey of the ™hysical Sew
ourity Meision ardy

{1} Installed the Ageroy Tiling system,

(2) Installed 2 cut-off system in a1l
filsx to facflitate fMalure disposi-
tlon of irastive records,

(3) Demtroyed or retired contents of
wine sale cstdnebs,

(%) Installed s improved mail contral
and routing svstem,

9. ¥ispallansous 2e fogeived SO employee suggestions srnd com-
‘otdvity plstad ovalusiions en WU, Twenilpesix
were tvalusted during the prior six wenths,
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The development snd education of Secords
Mansgemont “taff peopls waz advanced
throught

(1) ‘ttendanse at menthly meetings of the
04l larchoon Ureup, the Intersgercy
Epoords /duinistration Conference, and
at other neetings of professional
soeletins,

(2) Mtendance of one member st the Anmsl
WOMA Conferoppe and O7fise Squipment
Exposition,

(3) Trips to verious public and rrtvate
erganizations uiilizing advanced-tyve
recards sratems &1@ equipnent,

(k) Bucoessful cempletion by 2 amm
of the Institute on llocords U
eonducted Yy the izerican ﬁnﬁwzﬁty.

(5) The rellewing pervonmel chergea

coonrreds
25X1ADBa
{e) !
25X1A9a
(b) Terminationa: | and 25X1A9a
T AR A 25X1A0a

(6) One sall mesber was aseigned tompor-
ary overscas duty at the resuest of
the ¥V Division,
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